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SCOPE OF SERVICE
VIDEO ARREST ROOM PROJECT



PROJECT JUSTIFICATION

The Chicago Police Department is mandated by Illinois State Statue to make electronic
recordings of all custodial interrogations that are to be used as evidence against an
accused in any criminal proceeding brought under Section 9-1, 9-1.2, 9-2, 9-2.1, 9-3, or
9-3.3 of the Criminal Code of 1961. Within the City of Chicago currently there are
approximately 500 homicide investigations a year. This homicide rate is not static and
does change yearly. In the last ten years the City of Chicago homicide rate has been as
high as 943 and as low as 599. For almost every homicide investigation there are two to
three subjects who rise to a level of investigative interest which would fall within the
legislative mandate of electronic recording. That means, had the City of Chicago been
operating under the current legislative mandate, the Chicago Police Department would of
had to record annually as many as 2,829 interrogations or as few as 1,797 over the last
ten years. By Department policy these interrogations can range from an hour, up to a
maximum of forty-eight hours in length. Had just one quarter of the total interrogations
required lasted forty-eight hours that would have given us a range of 33,948 hours or
1,414 recording days for the high and 21,564 hours or 898 recording days for the low.
Had just an eighth of the interrogations gone forty-eight hours our high would have been
16,974 hours or 707 recording days for a high and 10,782 hours or 449 recording days for
a low.

The Chicago Police Department is broken up into five Detective Division investigative
areas. These five areas have a total of 34 interrogation rooms. The rooms are distributed
as follows: Area One — 8, Area Two — 7, Area Three — 7, Area Four — 6, Area Five -6,
Because homicides occur randomly throughout the city in relation to time and geographic
area it is not practical to equip only a set number of rooms in each Detective Area. These
interrogation rooms are also used for almost every felony violent crime case in which an
arrest is made and some of the property crime cases. The impact on having to stop
investigations and/or shift investigations around to allow for access to selected video
equipped interrogation rooms is not practical or operationally efficient.

The Department also operates a Cold Case Squad out of the Homan Square Police
facility. Since this squad primarily conducts investigations into old homicides it also
must have video arrest room capability. The Major Accident Investigation Unit will also
use this location for conducting vehicular homicide investigations. The 39" Street Police
facility currently houses the Department’s Polygraph Examiners Unit. This unit’s work is
technically an interrogation and must be recorded during homicide investigations. These
two locations have a total of five interrogation rooms. (Homan Square — 3 and 39™ Street
-2)

The total Chicago Police Department Video Arrest (Interrogation) rooms to be outfitted
are Thirty- nine.



SCOPE OF WORK

The contractor is to provide the following service as set forth in this Scope of Service in
order to complete the Video Arrest Room Project within the time limits outlined.
Specific components of the Chicago Police Department’s (CPD) Video Arrest Room
Project include the purchase, assembly, and integration of all components into a
functional video management system. The video management system must link all five
CPD Detective Area Headquarters and Homan Square to Police Headquarters via the 911
fiber network. The video management system will at all times maintain two separate
complete video files until it (The digital video/audio file) is imported and accepted into
CLEAR. The contractor will be required to provide all necessary equipment, assembly,
transportation, installation and testing within the timelines as stated. The contractor will
complete this work within its own offices, offices of sub-contractors, CPD Detective
Division Area Headquarters, Police Headquarters and the Office of Emergency
Management and Communications. Contractor will complete functionality testing and
approval as outlined within Section 9.4 of the original contract agreement.

The CPD reserves the right of refusal to any sub-contractor or equipment choice for
cause. The contractor will make any changes as deemed necessary by the CPD Project
Manager before proceeding with installation at another Detective Division Area
Headquarters.

Video Arrest Room

Each Video Arrest Room will be equipped with a sealed camera capable of capturing
video and audio in both light and dark conditions. Outside each Video Arrest Room their
will be a control panel that can turn the entire video management system for that specific
room on and off. The control panel will have an indicator light along with an LED within
the camera housing showing that the video management system is recording both video
and audio. A small viewing screen (minimum § inches) will display the video image
being recorded by the video management system from that specific Video Arrest Room.
Two audio jacks capable of accepting standard audio headphone plugs with controllable
volume will be in each control panel. Each control panel will have an “Attorney Switch”
which will disable the video and audio coming from the Video Arrest Room but not shut
down that Video Arrest Room’s - video management system. An audio alarm will beep
at regular intervals within the Video Arrest Room when the Attorney Switch is activated.
An audio tone will be sounded when the video management system for that specific
Video Arrest Room is turned off.



Detective Area — Video Control Room

Each Detective Area and Homan Square will have a Video Management Control Room.
This control room will have the ability of capturing video and audio from each of the
Video Arrest Rooms at that Detective Area.

Each arrest room will have a viewing station within the Video Control Room complete
with a color monitor (minimum of 17 inches), a DVR that will record the video/audio
feed and storing it for a period of not less than fifteen days. Each of the DVR’s will have
the ability to download its recordings to a DVD Burner while still recording live video
and audio from its assigned Video Arrest Room. Each monitoring station will have audio
monitoring jacks capable of accepting standard audio headphone plugs with controllable
volume within the control room. Each DVR will have the capability of sending its
video/audio file to one of two DVD burners within the video control room. Each DVD
burner will have an in line video text generator that will overwrite onto the video image
the location at which the DVD is being made.

The Video Control Room will have an overall Video Management System. The Video
Management System will use MP2 compression or greater. The video management
system will capture and store the video/audio from all the Video Arrest Rooms located at
that Detective Area onto a SAN (minimum of 2.5 tera bytes / maximum of 5.0 tera
bytes). The video management system must be capable of transmitting each of the
video/audio files captured locally and stored at each of the Detective Area’s and Homan
Square to a staging server(50 tera byte minimum) located within Police Headquarters. All
video/audio files will be transmitted over the Office of Emergency Management and
Communications fiber network. The Video Management System must ensure the file
transfer is complete and accurate. The Video Management System must ensure a second
complete and accurate copy of each digital file is written to a separate backup device (60
tera byte minimum). The Video Management System will be equipped with an
uninterrupted power supply system capable of sustaining the entire Video Management
System at a specific Detective Area for a minimum of one hour.

All components of the Video Management System and related hardware will be totally
encased within a cabinet(s) mounting system. Each cabinet will be on wheels/rollers.

Each of the Detective Area Video Control Rooms and the Homan Square location will
have a security camera mounted within the room capable of capturing video image of any
person entering the room or working with the video management system. These images
will be interfaced with the Video Management System and will be recorded and retained
for a period of seven working days in the Video Management System at the Headquarters
Control Room. The images will be erased after seven days.

Six standard head phones will be provided at each of the Detective Areas. Four
Headphones will be supplied to the Homan Square and 39" Street locations. Two
headphones will be supplied to Police Headquarters.



39™ STREET VIDEQO ARREST ROOMS

The contractor will install in each of the polygraph examiners rooms currently located at
39" street a sealed camera capable of capturing video and audio in both light and dark
conditions. The video and audio images captured from these cameras will be recorded on
to a DVR and burned concurrently to a DVD.

Outside each Video Arrest Room their will be a control panel that can turn the entire
Video Management System for each individual room on and off. The control panel will
have an indicator light showing that the Video Management System is recording both
video and audio. A small viewing screen will display the video image being recorded by
the Video Management System from that specific Video Arrest Room.

The Video Management System will be equipped with an uninterrupted power supply
system capable of sustaining the entire Video Management System for a minimum of one
hour.

All components of the Video Management System and related hardware will be totally
encased within a cabinet(s) mounting system. Each cabinet will be on wheels/rollers.
This system will be so designed that the entire system can be relocated with a minimum
of work. All video/audio and power connections made to components outside of the rack
storage cabinet will be easy disconnect able to allow the entire system to be relocated.



HEADQUARTERS VIDEO CONTROL ROOM

The Headquarters Video Control Room will be built in a location defined by the CPD.

The Headquarters Video Control Room will be capable of receiving file transmissions
from all five of the Detective Area Headquarters and Homan Squire simultaneously from
the Office of Emergency Management and Communications fiber network. The Video
Management System must provide a daily log of each time a Video Arrest Room station
was turned on and off at any of the Detective Areas or Homan Square. The Video
Management System must be able to accept and import separate video/audio files
recorded outside of the Video Management System onto a DVD. These separate files
must be indexed onto the daily log. The Video Management System must be capable of
displaying any of the digital files currently or previously transmitted from a Detective
Area until the digital file is formally moved and accepted into the CPD CLEAR
computer system.

The Video Management System must be fully compatible with the CPD CLEAR
network as specified by the CPD Information Systems Division.

The contractor must provide the interface for file transfer and acceptance into the
CLEAR system.

The Video Management System must provide its own storage with a minimum of fifty
tera bytes up to a maximum of one hundred tera bytes.

The Video Management System must also write each digital video/audio file to a separate
storage device(minimum size 60 tera bytes).

The Headquarters Video Control Room will have a a video monitor (minimum of 17
inches) and audio monitoring jacks capable of accepting standard audio headphone plugs
with controllable volume.

The Headquarters Video Control Room will have the ability to burn three separate digital
files onto DVDs simultaneously. Each DVD burner will have an in line video text
generator that will overwrite onto the video image that this DVD is an Official CPD
Records Division Copy of the Digital file. The Headquarters Video Control Room will
have a separate DVD burner/copier capable of duplicating ten DVD’s simultaneously.

The Video Management System will be equipped with an uninterrupted power supply
system capable of sustaining the entire Video Management System a minimum of one
hour.

All components of the Video Management System and related hardware will be totally
encased within a cabinet(s) mounting or rack system to be specified by the CPD Project
Manager.



TIME LINE for COMPLETION

The contractor shall within thirty days of contract approval secure the related
parts/components for all of the individual Detective Areas, Homan Square and 39™ Street
Arrest Rooms. The contractor will at the earliest point but not later than sixty days from
contract approval begin installation of the Video Arrest Room components at the
Detective Areas, Homan Square and 39™ Street as outlined:

Area Three Detective Headquarters,
Area Four Detective Headquarters,
Area Two Detective Headquarters,
Area Five Detective Headquarters,
Area One Detective Headquarters,
Homan Square and 39" Street

AN e

The contractor will have all the Detective Area’s Homan Square and 39® Street at a
minimum functioning on a stand alone video management system by 1 January 2005.
The Video Management Network with integration into the CPD CLEAR system will be
operational no later than 1 June 2005.



CPD Video Interview Room
High Level Layout
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Video Interview Room
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Chicago Police Department
Video Interview Room Project
Project Estimated Summary
As of: 06/28/04

Item Description Amount Qty Total

In Room Systems

In Room Equipment 1,108.99 38 $ 42,141.66
Door Station Equipment 1,207.22 38 $ 45,874.32
Area Control Room Equipment (Each Room) 6,277.60 38 $ 238,548.65
39th Street Control Room (No VMS) 14,960.48 1 $ 14,960.48
Area Control Room Equipment Common 14,960.48 6 -$ 89,762.87
PD HQ Equipment 30,285.67 1 $ 30,285.67
Racks (Areas Only) 59,124.34 1 $ 59,124.34
Services 206,420.00 1 $ 206,420.00
Spare Parts 52,923.87 1 $ 52,923.87
Spare Parts Services 7,500.00 1 $ 7,500.00
In Room Systeims Subtotal {(without Video Management System) $ 787,541.85
Video Management System (Estimated)

Video Management Each Area $ 93,210.00 6 $ 559,260.00
Video Management HQ $930,144.80 1 $ 930,144.80
Video Management Services $ 65,830.00 1 $ 65,830.00
Video Management Racks $ 5,200.00 1 $ 5,200.00
Video Management System Subtotal (Estimated) $ 1,560,434.80
Project Estimated Total $ 2,347,976.65

Notes:
These are budgetary estimates until the design and prototype phase has been completed
Continued design / meetings not included in this budget
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Chicago Police Department
Video Interview Room Project
VIR Estimated Services

As of: 06/28/04

Category |Task Description Hours Rate |Qty] Amount
[ |
Site Coordinate equipment delivery / staging 8 155 6 7,440.00
Site Deliver rack equipment (2 men) 16 125 6 12,000.00
Room Build room controlier board 4 125 38 19,000.00
Room integrate camera enclosure (LED, Tones) 2 125 38 9,500.00
Room Integrate Door Station 4 125 38 19,000.00
Configure equipment
Room [DVR 1 155 38 5,890.00
Room Install Camera, Door Station, Microphone, Controller 6 125 38 1. 28,500.00
Room Assemble racks (for room components) 2 125 38 9,500.00
Site Deliver components to Area 2 125 6 1,500.00
Room Install all room components in rack 4 125 38 19,000.00
Room Test / verify room operation ' 1 125 38 4,750.00
Room Address installation issues 1 125 38 4,750.00
Configure:
Site Network Switch 1 155 6 930.00
Site Text generators 1 155 6 930.00
Site Assemble rack (for DVD burners, etc) 2 125 6 1,600.00
Site Install DVD, Text generator, selector switch,monitor,audio 4 125 6 3,000.00
Site Install control room camera 2 126 6 1,500.00
Site Install / test network switch 2 1256 6 1,500.00
Site Address installation issues 4 125 6 3,000.00
Site Update documentation 16 155 6 14,880.00
Site Walk through-/ sign off 4 155 6 3,720.00
Project Tralinin? 8 155 1 1,240.00
HQ Install at PD HQ _
HQ Configure
HQ Network Switch 1 155 1 155.00
HQ Text generators 3 155 1 465.00
HQ Install DVD, Text generator, selector swifch,monitor,audio 10 125 1 1,250.00
HQ Testing / Signoff 4 155 1 620.00
HQ Demonstrate operation at HQ 4 155 1 620.00
HQ Training at HQ (DVD Burning Process) 2 155 1 310.00
[ |
Project Project Management 162 186 1 29,970.00
Installation Estimated Total $206,420.00

Notes:
Facility wiring and electrical work done by others
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Chicago Police Department
Video Interview Room Project
VIR Estimated Spare Parts Services
As of: 06/28/04

Category |Task Description Hours Rate |Qty] Amount
||
Room Build room controller board 4 125 6 3,000.00
Room Integrate camera enclosure (LED, Tones) 2 125 6 1,500.00
Room Integrate Door Station 4 125 6 3,000.00
Spare Parts Estimated Total $ 7,500.00
Notes:

Facility wiring and electrical work done by others
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Chicago Police Department
Video Interview Room Project

VIR Video Management Estimated Services

As of: 06/28/04

Category TaTk Dlescription Hours Rate |Qty] Amount
Configure equipment

Room [Encoder (est) 1 165 39 6,045.00
Configure:

Site |Area video management server / storage (est) 16 155 6 14,880.00

Site Install video management server / storage 8 125 6 6,000.00

Site Test / verify all rooms to video management system 4 155 6 3,720.00

Site Address installation issues 4 125 6 3,000.00

Site Te7t linr to CPD HQ (two men) 8 155 6 7,440.00

HQ Install at PD HQ

HQ Control room

HQ Configure Components (est) 40 155 1 6,200.00

HQ Install Components (est) 40 125 1 5,000.00

HQ Verify configuration 8 125 1 1,000.00

HQ System testing 16 125 1 2,000.00

Project Project Management 57 185 1 10,545.00
Installation Estimated Total $ 65,830.00

Notes:
Facility wiring and electrical work done by others
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Chicago Police Department
Video Interview Roormn Project
Notes
As of: 06/28/04

Notes / New ltems:
Have all racking units keyed alike
Push button lock with optional key on door station boxes
Current DVD burners will burn 6 hrs / side
Addition of a DVD duplicator at PD HQ (1:10)
Added spare parts and services to make ready assemblies
Added camera in each control room
Choose head phones after testing at Area 3
Removed decoders from Areas only
Ability to capture Analog video / Audio at HQ (from DVD or VHS)
Change door station head phone jacks to 1/8"
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CITY OF CHICAGO

PRE-APPROVED Copy (Department)
MODIFICATION / OVERRIDE REQUISITION

DELIVER T0: REQUISITION: 15955 For PO Number: 4503

P26 PAGE: 1

DEPARTMENT: 57 - DEPARTMENT OF POLICE

DATA SYSTEMS DIVISION , :

3510 S. MICHIGAN AVE 1ST FLR SEEEQSFR' Michael P Palumbo

Chicago, IL PRE-APPROVED 8/4/2004
REQUISITION DESCRIPTION

VIDEO ARREST ROOM PROJECT AMENDMENT- RMS BUSINESS SYSTEMS--4503
SPECIFICATION NUMBER: 27661
Mod Reason: SCOPE CHANGE

COMMODITY INFORMATION

LINE ITEM QUANTITY UOM  UNITCOST  TOTAL COST
1 92037 2,000,000  USD 0.00 0.00
VIDEO ARREST ROOM AMENDMENT
SUGGESTED VENDOR: RMS BUSINESS SYSTEMS REQUESTED BY:  Michael P Palumbo
‘oisT BFY FUND COSTCTR APPR ACCNT ACTV PROJECT RPTCAT GENRL FUTR
1 004 0446 0572005 6088 220540 0000 57002431 000000 00000 0000 0.00
LINE TOTAL: 0.00
LINE ITEM QUANTITY UOM  UNITCOST  TOTAL COST
2 92037 900,000  USD 0.00 0.00
VIDEO ARREST ROOM AMENDMENT
SUGGESTED VENDOR: RMS BUSINESS SYSTEMS REQUESTED BY:  Michael P Palumbo
‘pisT BFY FUND COSTGIR APPR ACCNT ACTV PROJECT RPTCAT GENRL FUTR
1 004 0657 . 0571005 9000 220540 0000 00000000 000000 00000 0000 0.00
LINE TOTAL: 0.00
REQUISITION TOTAL: 0.00

Where a commaodity is for a particular or unique use other than standard quality, grades, color, size or other characteristics, give details of how it will be and for what purpose.
Requisitions prepared incorrectly will be returned to the using department.



CP#C PROJECT CHECKLIST

IMPORTANT: PLEASE READ AND FOLLOW THE INSTRUCTIONS FOR COMPLETING |
THE PROJECT CHECKLIST AND CONTACT THE APPROPRIATE TEAM LEADER IF YOU
HAVE ANY FURTHER QUESTIONS. ALL INFORMATION SHOULD BE COMPLETED
INCLUDING THE SUPPLEMENTAL CHECKLIST REQUIRED BY THE SPECIFIC CPAC TEAM. ATTACH ‘

ALL REQUIRED MATERIALS AND SUBMIT FOR HANDLING TO THE DEPARTMENT OF PROCUREMENT SERVICES, ROOM 403, crry
HALL, 121 N. LASALLE STREET, CHICAGO, ILLINOIS 60602.

PROJECT

Date: Augusr £ 200d Contact Person: _Z/ APevmpo
ID No (Spec, RX, Project). : EMPE_H4 159 55 Tel: 5-36Y¢_Fax: $-68¢/_ E-mail:
Department: gLwce Project Manager: __3s& ARov¢
Bureau: /AFORMAT/0 n/ STRATE Gle_SERyICES Tel: Fax: E-mail: _________
Contract No (if known): __ #1032 Estimated Value $
Project Title/Description: ‘
Amentfienr FBr_UlDEs _ARBEST _A0I7
SCOPE STATEMENT

_2_<attached is a detailed scope of services and/or specification

IMPORTANT: THIS IS ACRITICAL PORTION OF YOUR SUBMITTAL. IN ORDER FOR A TEAM TO ACCEPT YOUR
SUBMITTALYOU MUST COMPLETE ALL TEAM SPECIFIC SCOPE REQUIREMENTS AS SET FORTH IN THE SUPPLEMENTAL
CHECKLIST FOR THAT TEAM, d

The following is a general description of what would be included in a Scope of Services or Specification:

A clear description of all anticipated services and products, including: time frame for completion, special
qualifications of prospective vendors, special requirements or. needs of the project, locations, anticipated
participating user depariments, citation of any applicable City ordinance or stateffederal regulation or statute.

TYPE OF PROCUREMENT REQUESTED (check all that apply)

competitive Bid __RFQ/RFP/RFS/RFI __Sole Source™ __Term Agreement __One Shot
-E‘ModlAmendmen _..Time Extension __Additional Funding __Small Order __S/0O Emergency

FORMS __F-26" (add fine item) __F-10* {special approvals) __SSRB** (sole source approval)
__F-26" (new term agreement) __RX (one-shot requisition) __OBM Authorization
__F-27* (time extension) __APRF (all purpose request form)

__F-29* (change vendor limit) -
= Sole source requests must include vendor quotes/proposal and MBE/WBE compliance requirements

FUNDING

City: __Corporate __Bond __Enterprise  __Grant* __Other
State: __IDOT/Transit __IDOT/Highway __Grant* __Other
Federal: __FHWA __FTA __FAA __Grant* _._Other
Funding Strip(s): O6(- 0657 > 0811005~ 2000~ 2205 Y0
* Attach copy of any applicable grant agreement terms and conditions
TIME FRAME Requested
Date Needed:/4 SAP Contract Term (y/m/d):

PRE BID/SUBMITTAL REQUIREMENTS
Requesting Pre Bid/Submittal Conference? __Yes ’XNo Requesting Conference be Mandatory? __Yes /4o
Requesting Site Visit? __Yes o Requesting Site Visit be Mandatory? __Yes o}
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ARCHITECTURAL/ENGINEERING SUPPLEMENTAL CHECKLIST

Required Attachments: Scope of Services, including location, description of project, services required,
deliverables, and other information as required

Risk Management

Will services be performed within 50 feet of CTA train or other railroad property? _Yes __No
Will services be performed on or near a waterway? __Yes __No
Pre-Qualification Category No._______ Category Description:

For Pre-Qualification Program, attach list of suggested firms to be solicited
Other Agency Concurrence Required:__None __State __Federal __Other (fill in)_

AVIATION CONSTRUCTION SUPPLEMENTAL CHECKLIST

DOA sign-off for final design documents: __Yes__No

Required Attachments:

Copy of Draft Contract Documents and Detailed Specifications.

Risk Management: :

Current Insurance Requirements prepared/approved by Risk Management: Yes___No___
Will work be performed within 50 feet of CTA or ATS structure or property? Yes___ No___
Will work be performed airside? Yes___No___

CAPITAL EQUIPMENT (VEHICLES) SUPPLEMENTAL CHECKLIST

Required Attachments:

__ Detailed Specifications including detailed description of the vehicle(s) or equipment, mounted equipment, if
any, and options/accessories.

__ Special Provisions (Delivery, Warranty, Manuals, Training, Additional Unit Purchase Options, Bid Submittal

Information, etc.)

__ Delivery Location(s)

__ Technical Literature

__ Drawings, if any

__ Part Number List (___Manufacturer; or ___ Dealer; ___ or Other Source: )

__ Copy of current Price List(s)/Catalog(s) :

" Form F-10 or other authorization document -

__ Any other exhibits and attachments

COMMODITIES SUPPLEMENTAL CHECKLIST

Required attachments:
__Copies of price lists, catalogs, drawings, variations of part numbers

__Any other exhibits or attachments

CONSTRUCTION SUPPLEMENTAL CHECKLIST (LARGE & SMALL)

Required attachments: Copy of Draft (80% Completion)

Copy of Draft (80% Completion) Contract Documents and Detailed Specifications

Risk Management

Will services be performed within 50 feet of CTA train or other railroad property? _Yes __No
Will services be performed on or near a waterway? _Yes __No
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CPi#C PROJECT CHECKLIST

DELEGATE AGENCY SUPPLEMENTAL CHECKLIST
Required attachments:
Attach Scope of Services that includes the following information 1) Program background & objectives; 2) Type of
services for which proposals are sought; 3) Location and time fine for delivery of services; 4) Qualifications, skills,
and/or experience necessary; 5) Special licenses or certifications required; 6) Evaluation process (if known).
Other Attachments (please submit all that apply) '

1. Copy of grant application and/or grant agreement

2. Evidence of award authority (DAAC agenda with agency name highlighted; City Council ordinance with

agency name highlighted; or OBM letter)
3. Modification information (Copy of Form F-8A; screen print of EPS AWDS table)

Does program require Executive Order 91-1 clearance? __Yes __No
Is boilerplate from Law available or in production? _Yes __No
Would your department benefit from technical assistance? : __Yes __No

HARDWAREISOFTWARE SUPPLEMENTAL CHECKLIST
__ITSC (approved by BIS)

__OBM (approved by Budget form/memo)

Attach any documentation indicating any previous purchase activity to assist in the procurement process
__Grant document attached -

PROFESSIONAL SERVICES SUPPLEMENTAL CHECKLIST
Detailed scope of services as described on page 1.
The Schedule of Compensation
Deliverables

: Request for individual contract services (if applicable)
__ The appropriate EPS form

* If this is a Telecommunications/Utilities project, please also address the following:

Has the project been reviewed by DGS? __Yes __No
Attach copy of DGS Recommendation; Reservation(s); or participate under current contract.
Does the project include software? __Yes __No

If yes, is signed ITSC form attached? __Yes __No
Does the location involve:
A public way? __Yes __No
Any concession in the City’s facilites? __Yes __No
Is it anticipated City Council approval of the project or contract will be required? __Yes __No
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("> PROJECT CHECKLIST

SMALL ORDERS SUPPLEMENTAL CHECKLIST
Yes No

___ ___ 1. Speciai Approval Form/Justification Letter.

e.g. (Emergency Confract, Telecommunication Back-up documents, Proposals , EPS Form F-10, etc.,).
Suggested Vendor.

. Commodity Code, Manufacturer, Catalog Information, Model No., Quantity, Unit Cost/Measure, Color etc.,

. Detailed Specification or Scope of Work.

prwN

ATTACHMENT REQUIRED FOR EACH SMALL ORDERS PROCUREMENT TYPE
(Check Appropriate Group)
1. ONE _SHOT (PN) 3. EMERGENCY CONTRACT

YES( ) NO( ) Justification Letter

YES( ) NO( ) Detailed Specifications YES( ) NO{ ) Vendor Proposal
YES( ) NO( ) Suggested Vendor YES( ) NO( ) Pre-assigned Requisition (RX)
YES{ ) NO( ) Support Documentation

4. TELEPHONE/FAX BIDS

YES( ) NO( ) Justification Letter

2. SOLE SOURCE REQUIREMENTS

YES( ) NO( ) Vendor Proposal

YES( ) NO( ) Disclosure Affidavit

YES( ) NO( ) |Letter of Exclusive or Unique Capability

YES({ ) NO() Support Documentation from Vendor/Manufacturer.

YES( ) NO( ) Signature(s) of Originator or Departmental Head/Designee.

WORK SERVICES & FACILITY MAINTENANCE SUPPLEMENTAL CHECKLIST

Required Attachments: Detailed Specifications (Scope of Services) including detailed description of the work,
locations (with supporting detail), user department contacts, work hours/days, laborer/supervisor mix,
compensation and price escalation considerations, contract term and extension options, contractor qualifications,
citation of any applicable City/State/Federal statutes or regulations, citation of any applicable technical standards-
and price lists, catalogs, technical drawings and other exhibits and attachments as appropriate.

Risk Management

Will services be performed within 50 feet of CTA train or other railroad property? __Yes __No
Will services be performed on or near a waterway? _Yes __No
Will services require the handling of hazardous/biowaste material? _Yes __No
Will services require the blocking of streets or sidewalks in any way? .

Which may affect public safety? . _Yes __No
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